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You’re going to be working for 
30 or 40 years, so your 
occupation should be 

something that gives you 
satisfaction AND a decent 

paycheck.  It’s up to you to 
make it happen. 

By Connie Blaine
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 On The Web         
 http://www.careerknowhow.com/guidance/reframe.htm
 http://www.careerknowhow.com/perfectcareer.htm

• Spend time planning your career, and expect to keep    
doing it  on a continuous basis. 

 
• Do one career-building task every week, such as: 

 building your professional network, increasing your    
 skills, talking to  others about potential opportunities,    
 learning more about your industry. 

• Ask people in your preferred career about how they    
 got where they are. From their stories, you can learn    
 things you need to do and how to position yourself to    
 achieve your own goals.

• If you can afford it, taking a position in the industry    
 of your career choice that will help you develop a 

 valuable skill set is better than  taking an unrelated job    
 that pays well.

• Look for paid opportunities to learn transferable skills.          
 Training offered by the company - tuition reimburse-   
 ments, and other opportunities - can serve you even    
 after you’ve left your current job. 

Ultimately, you want a balance between your lifestyle and your 
career plans. When evaluating yourself, make sure you’ve includ-
ed everything that might be useful in your choice.  

Be willing to make the effort 
     - and don’t get discouraged.

Remember, your work is part of 
your total life, and you are the 
captain of that ship.  To get the 
rewards of a successful and satis-
fying career, you must accept the 
responsibility of getting to know 
yourself fully, researching your 
options, and making choices all 
along the way that will help you 
reach your life goals.

 Your basic beliefs and values need 
to be reflected in the career you 
choose.  You cannot be happy do-
ing something day after day that 
violates your values.

What do you want your job to of-
fer you? List those things in order 
of their importance to you.  Un-
derstand that in order to have one 
thing, you may need to sacrifice 
another.

 

Look at the skills you have, includ-
ing interpersonal skills, language 
skills and your work ethic.  If they 
are lacking, figure out how to 
build them. 
 

These may help in the type of job 
you’d like. Also keep in mind that 
some hobbies should stay hob-
bies. 

Do a good self-
assessment  

Clarify your values

Prioritize your needs

Assess your skills

Take responsibility for your own 
career.  You need to shape it, not 
let it shape you. Decide what you 
want your career to be and make 
your opportunities match. True, 
sometimes you have to take a role 
assigned by employers. But, you 
can also make roles for yourself 
that will help you further your ca-
reer. Look for projects to take on 
that will help you get from where 
you are to where you want to be.  
Be prepared to put in extra time 
and effort now, for a payoff later.

Identify your work 
interests and your hobbies Most of All...

Time and planning are the 
keys to a successful career. The time you 
take to really plan your career will pay off 
for the rest of your working life.  Here’s 
some advice on getting started:
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Bachelor’s Degree or Higher
Chief Executives

Civil Engineers
Computer and Information Systems Managers

Computer Software Engineers, Applications
Computer Software Engineers, Systems Software

Computer Systems Analysts
Construction Managers

Education Administrators, Elementary and Secondary School
Financial Managers

General & Operations Managers
Industrial Engineers

Industrial Production Managers
Management Analysts

Marketing Managers
Mechanical Engineers

Medical & Health Services
Sales Managers

Top “Five Star” 

               Jobs

On-the-Job Training
Advertising Sales Agents

Automotive Body & Related Repairs
Carpenters

Claims Adjusters, Examiners
Correctional Officers & Jailers

Dispatchers, Except Police, Fire, and Ambulance
Drywall & Ceiling Tile Installers

Electricians
Executive Secretaries & Administrative Assistants

Heating, Air Conditioning, & Refrigeration Mechanics & Installers
Human Resources Assistants

Industrial Machinery Mechanics
Machinists

Maintenance & Repair Workers, General
Operating Engineers & Other Construction Equipment Operators

Payroll & Timekeeping Clerks
Plasterers & Stucco Masons

Plumbers, Pipefitters, and Steamfitters
Postal Service Mail Carriers
Printing Machine Operators

Production, Planning, and Expediting Clerks
Sales Representatives, Except Technical and Scientific Products

Sheet Metal Workers
Telecommunications Line Installers & Repairers

Truck Drivers, Heavy & Tractor Trailer
Water & Liquid Waste Treatment Plant & Systems Operators

in Utah  by Training Level
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A�er High School,
Less than Bachelor’s Degree
Paralegals and Legal Assistants
Dental Hygienists
Electrical and Electronic Engineering Technicians
Registered Nurses



Demand Side Economics

The Utah Department of Workforce Services has 
introduced a new way to rank jobs based on 
employment outlook and wages. 

In this new rating system, fi ve star 
jobs are those with the strongest 
employment outlook and high 
wages. The employment 
outlook rating is based 85 
percent on the number of 
annual openings projected 
for that occupation and 15 
percent on the rate of new 
employment growth in that 
job. Wage rankings use 
the median annual wage 
from the Utah wage survey 
conducted by the Department 
of Workforce Services.

The system groups jobs by training 
level. In other words, a high-paying 
job with just on-the-job training will not match 
the wages of a high-paying job requiring a college 
education!

http://jobs.utah.gov/wi/occi.asp
http://jobs.utah.gov/wi/   Utah Labor Market / Economic Information
http://www.bls.gov/   Bureau of Labor Statistics
http://www.bls.gov/oco/home.htm  Occupational Outlook Handbook
http://jobs.utah.gov/selfservice/ejb/ Electronic Job Board (all Utah jobs listed with DWS)
http://jobs.utah.gov/fi rmfi nd/ Searchable List of Utah Companies

Supply Side Economics

Just because an occupation has a fi ve star rating, 
doesn’t mean jobs will be easy to fi nd! The 

rankings cover only the “demand” 
for employees. The other side of 

the equation is the supply of 
workers wanting to work in 

that occupation. 

An occupation may 
create hundreds of new 
openings every year. But 
if thousands of workers 
are qualifi ed for those 
positions, lots of workers 
won’t fi nd work in that 
fi eld.  Look at the supply 
of labor for a particular 
occupation—not just the 

demand. 

So you need to do your 
homework. Check with people 

already employed in the occupation and employers 
who hire that occupation to determine whether 
there is an over- or under-supply of workers.

Warning:
While all fi ve star jobs 

have a strong employment 
outlook, they may also have 

many applicants for each position.  
Don’t assume that just because a job is in 
demand that getting that job will be easy. 

Many of the jobs on this list have more 
people competing for them than there are 

openings. Investigate how stiff the com-
petition is for these jobs: Talk to people re-

cently hired in the job, and employers 
who hire for the job. Ask them 

about the competition for 
jobs in that fi eld.

What is a Top “Five Star” 

               Job?

On The Web
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Today’s Job M
arket

Some widely-held beliefs about choosing a career, finding work, 
and success in the workplace have changed—permanently.

On The Web
 http://cnnstudentnews.cnn.com/2002/fyi/news/05/23/sb.job.search/index.html 
 http://pcquote.smartmoney.com/ontheagenda/index.cfm?story=20020828  
 http://www.newstartservices.com/tips1.html 

Then Now
A college education was a ticket to a high-paying job right 

after graduation.

College graduates could start in 
a high-level position in a company 

based on the degree alone.

“Technical college” was for people 
who couldn’t cut it in a “real” 

college, and would not get you 
as good a career in the end.

Once you got a good job, 
you stayed there for life, and 

the company “took care of 
you”.

Manufacturing jobs were about 
the only good-paying jobs that 

didn’t require a post-high school 
education.

A high school diploma qualified 
you for many jobs that could 

provide a livable wage.

Be loyal to your company and 
it will provide for you now, and in 

your old age.

College degrees are less important to employers 
than your specific skills.  Wages also vary greatly 

depending on the industry or your major.

Graduates also need work experience in the 
field to get hired.  Even so, they may need to 

take an entry-level job to start out.

Technical training is more affordable and 
available than a 4-year college and 
can lead to careers as high-paying, 
in-demand and satisfying as many 

Bachelor’s degrees.  Many top-
performing students are choosing 

the technical training path.

Nobody is taking care of you, but 
you.  Most people change jobs at least 

7 times in their career.  You must manage 
your own career on an ongoing basis.

Manufacturing jobs are in decline, and those that 
remain are not as secure or high-paying as in the 
past. Post-high school training is needed for any 

good job.

Post-high school training and career planning are 
essential for more than a poverty-level income, and 

for advancement.

The only guarantee is that there are no guarantees.  
Layoff, downsizing and takeovers put your job 

security, and your retirement, at risk.  It’s up to you 
to manage your career and save for your retirement.

This is not your parents’ job market
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SKILLS IN DEMAND IN TODAY’S JOB MARKET
• Communication skills (written and verbal)
• Problem solving/analytical skills
• Teamwork skills
• Strong work ethic/motivation
• Computer skills
• Leadership skills
• Friendliness/outgoing personality
• Creativity
• Flexibility/adaptability
• Organizational skills
• Honesty/reliability

Source:  National Association of Colleges and Employers

Would you want someone working for you that you didn’t 
trust? Employers want people who are honest and reliable. 
Impress your employer by being on time for work every day, 
enthusiastic, and willing to work hard. The Utah Department 
of Workforce Services offers job-readiness workshops that can 
help you develop employment skills—check with your local 
office. With a little preparation, you can have the skills it takes 
to succeed in the job market.   

competition for jobs is still intense. To stand out 
from the crowd, you must have and demonstrate the 
skills and qualities that employers want. The good 
news is that you probably have many of these skills 
already. You can work to develop the rest.  

Employers say that they want workers who can 
write and speak clearly. Unfortunately, these 
communication skills are what many job seekers 
often lack. Community Education may offer 
inexpensive speaking, reading, writing, and 
computer classes that will give you a head start with 
these important skills. Contact your local school 
district for more information.   

You may notice from the introductory list that many 
of the most sought-after skills are “people” skills. 
Employers want to hire people that are friendly, 
easy to get along with, and capable leaders—they 
will have to work with you, after all. Employers 
also look for workers that can see problems coming, 
solve them, and work well with others on a team.  

On The Web
http://online.onetcenter.org/gen_skills
http://www.careerkey.org/english/you/employers_want.html 
http://www.careers4graduates.org/changing/employerswant.phtml 
http://www.jobs.utah.gov/jobseeker/workshops/

This is what employers drool 
over Even though the economy is improving, 

Steal The Spotlight

8

  Lisa Nicholson

http://online.onetcenter.org/gen_skills_page
http://www.careerkey.org/english/you/employers_want.html
http://www.careers4graduates.org/changing/employerswant.phtml
http://www.jobs.utah.gov/jobseeker/workshops/


 4 Focus your career 
planning on the occupa-
tions in the Career Chart 
(pages 15-38) that are listed 
under your personality, or 
Holland, type.

Know Thyself
Doing a good self-assessment is crucial to finding the right career.  
In fact, it is the most important part of the entire process.  So it should not be cut short or 
brushed aside.  A good self-assessment involves gathering information about yourself, truly 
understanding yourself, and being honest with yourself.  Once you really know yourself, you 
can compare this knowledge with the many different career choices suitable for you.

http://www.jobhuntersbible.com/counseling/ptests.shtml 
http://www.learning4liferesources.com/holland_codes.html
http://career.ucsb.edu/students/hollandcodes.html  

Self-assessment takes time and effort.  But it will start 
paying off right away as you gain self-awareness, improve 
your self-confidence, learn time- and stress-management 
techniques that work for your personality type and 
develop self-management skills.  But it will really pay off 
in the long run if you have a satisfying and rewarding 
career that fits comfortably with the rest of your life.

Remember, you are the one who will decide what career 
you end up with–either by choosing to work at it or by 
choosing to let things just randomly happen to you.  One 
path leads to happiness in your work and in your life.  The 
other most often leads to frustration and unhappiness, 
and only you can decide which path you take.

 3 Clarify your values 
and prioritize your needs.  
Your basic beliefs and 
values need to be reflected 
in the career you choose.  
You cannot be happy do-
ing something day in and 
day out that forces you to 
violate your own values. Be 
honest about yourself, with 
yourself.  How much re-
sponsibility are you willing 
to take?  Are you commit-
ted to doing what is neces-
sary to get the career you 
want?

 2  Identify your skills 
(see pages 11 & 12 for help 
with this task) and list your 
accomplishments.

 1 Identify your per-
sonality type, or Holland 
type. Follow the procedure 
on pages 13 & 14 to de-
termine which type you 
are.  Remember, no type is 
“better” than another–they 
all have positive and nega-
tive characteristics.  The 
point is to be completely 
honest and find out which 
type you are, not what you 
or someone else thinks you 
“ought” to be.

On The Web
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http://www.jobhuntersbible.com/counseling/ptests.shtml
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http://career.ucsb.edu/students/hollandcodes.html


Work

● Insightful assessments and 
 surveys identify skills, 
 interests and values to build 
 self-awareness. Hundreds of 

comprehensive occupation  
 reports show career to major 
 to school connections and can 
 be directly compared to your 
 needs.

● Activate your career plan with 
connections to job banks and 

 tools for writing an effective 
 resume, interviewing practice 
 and planning a job search.

Career planning just got a whole lot easier!  Utah Choices Planner -- a powerful 
online career information delivery system available 24/7 to anyone in Utah looking 
to design a personal plan for career success.

Get With The Plan!

To see how 
Utah Choices Planner 

can work for you, go to: 
www.careers.utah.gov

 Kristine Dobson, Utah CIDS Director

 UTChoices@aol.com
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Compare, connect and choose from a vast 
network of career and education options to build a 
comprehensive plan in your online portfolio. 

Available in both English and Spanish*, Choices 
Planner has all the tools you need to prepare for 
future career transitions.

Simply choose a Guideway that best suits your 
objectives to be effortlessly directed through 
Choices Planner’s Work, Learn and Your 
Portfolio components.

Learn

● Program reports show 
connections to related 
programs and careers, as 
well as relevant technical 

 and graduate schools.

● Search from thousands of 
post-secondary options 
using characteristics that 
are important to you with the 
School Finder. Effortlessly 
compare two schools side-by- 
side or compare a school to 
your personal criteria to see 
how it matches up.

My Portfolio

● Make personalized planning 
more effective with the 
innovative online portfolio. 
Available anytime, anywhere 
right at your fingertips, your 
career planning information 
is securely stored in Your 
Portfolio.

● Individualized plans are 
easily created using the step-
by-step Career Plan Builder. 
Confirm, review and revise 
your plans as often as you 
like, or share your plans via 
e-mail.

Or better yet, talk to your counselor or 
another agency representative to set up 

your own Choices Planner account!

* Spanish version available Fall 2005.

mailto:UTChoices@aol.com


Identifying Your Skills
by Lisa Nicholson

Many people feel uncomfortable 
talking about what they do well.   
When it comes to looking for a job 

though, it’s OK—even necessary—to “boast” 
about your unique skills and qualifications. 
Employers want to know why they should 
hire you.  Like most people, you have skills 
that set you apart and make you valuable to 
employers.  

Identifying your skills is a crucial step toward 
new employment.  You need to know your 
skills to successfully complete an application, 
write a resume, and answer interview 
questions.  When presenting your skills to 
an employer, you need to be prepared to tell 
where, when, and how you used those skills.    

What Are Skills?
A skill is a thing you know how to do, right now.  Everyone has dozens of skills that employers 
are looking for.  Yet most people can only identify a few skills and are often unable to describe 
them to an employer.  Employers need to hear what you can do.  If you were purchasing a 
product that would cost you thousands of dollars for many years, you would want to know 
that. Don’t approach employers until you can clearly and specifically tell them what you can 
accomplish.  The more skills you have identified, the easier it will be to convince a potential 
employer that you have what it takes to be successful.  

11



Job Content Skills Self-Management Skills Transferable Skills
These skills are necessary to 

perform the specific duties of a 
job. But job skills aren’t always 

learned from employment. 
You may have developed job 

skills through education, home 
economics, parenting, hobbies, 
community activities, and life 

experiences.

These “people” skills are 
used every day to get along 
with others, like sincerity, 

reliability, tactfulness, 
flexibility, etc. Employers 

put enormous importance on 
these skills, and look for them 

in applicants as evidence of 
how they will “fit” into the 

organization.

These are either self-
management or job content 
skills that can transfer from 
one job to another. Since it 
is unlikely that you will find 
a job that is identical to your 

previous job, you need to 
carefully evaluate how your 

skills transfer into other 
opportunities and include 

these on your list.    

Three Categories of Skills

Listing your Skills
Identifying, listing and describing your skills is critical to a successful job search, so plan to invest the 
time it requires. The easiest way to identify your skills is to use either the computer program CHOICES 

(available at any DWS employment center) or the “skills search” feature at the O*NET web site: 
http://online.onetcenter.org/gen_skills

On The Web

 http://online.onetcenter.org/ 

   http://www.hotworkforce.com/jobseekers/tips/skills.cfm

1.  List by title any jobs you have held.

2.  Write a detailed description of four to five major duties for each job.

3.  List all the skills needed to accomplish each duty.  Remember to look for both job content and self- 
management skills.  Be sure to include computer programs used, machines & tools operated, 
knowledge applied, etc.

4.  Use this same process for other work-related activities including hobbies, volunteer work, and 
community experience.  Select those skills that match your job goals.

Transferable Skills
• Ability to work well with others
• Stress management
• Conflict management
• Ability to think creatively &
   critically
• Reading, writing and speaking
• Teamwork

• Basic decision making
• Finding information &
   resources
• Ability to reason & use basic 
   logic
• Ability to learn from mistakes
• Ability to anticipate problems
• Ability to plan & prioritize

Another way is to follow these steps:
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 Step One: Circle the number of any item in the box below that is appealing to you. Leave the rest blank. 

Step Two: On the chart below, again circle the numbers of the items which appealed to you. After you have finished, count 
the numbers circled on each line, counting across. In which categories did you score high? Write the two highest categories 
on the lines below. These are the clusters in which you have the most interest, and their corresponding labels are your Holland 
Code. (For example, if you scored highest in Social, and second highest in Artistic, your Holland Code would be “SA”. You 
would want to concentrate your career exploration efforts in those two categories.) 

I scored highest in_____________________, second highest in _____________. 

My Holland Code is _______________________________

Take This Quiz!   Find Out Your Personality Type
H

ol
la

nd
 C

od
es

 

R = REALISTIC 1 7 13 19 25 31 37 43 
I = INVESTIGATIVE  2 8 14 20 26 32 38 44 
A = ARTISTIC 3 9 15 21 27 33 39 45 
S = SOCIAL 4 10 16 22 28 34 40 46 
E = ENTERPRISING 5 11 17 23 29 35 41 47 
C = CONVENTIONAL 6 12 18 24 30 36 42 48 

1. Farming 17. Buying clothes for a store 32. Build rocket model 
2. Advanced math 18. Working from nine to five 33. Creative writing 
3. Being in a play 19. Setting type for a printing job 34. Attending sports events 
4. Studying people in other 20. Using a chemistry set 35.  Being elected class president

    lands 21. Reading art and music 36. Using business machines 
5. Talking to people at a party     magazines 37. Building things 
6. Word processing 22. Helping people solve personal 38. Doing puzzles 
7. Auto mechanics     problems 39. Fashion design 
8. Astronomy 23. Selling life insurance 40. Belonging to a club 
9. Draw or paint 24. Type reports 41. Giving speeches 
10. Go to church 25. Driving a truck 42. Keeping detailed records 
11. Work on a sales campaign 26. Working in a lab 43. Wildlife biology 
12. Use a cash register 27. Musicians 44. Being in a science fair 
13. Carpentry 28. Making new friends 45. Going to concerts 
14. Physics 29. Leaders 46. Working with old people 
15. Foreign language 30. Following a budget 47. Sales people 
16. Teaching children 31. Fixing electrical appliances 48. File letters and reports 

One way of exploring careers 
is by looking at occupations according to occupational 
interest. John Holland conducted research that divided job 
seekers into six broad personality type categories:

 REALISTIC  INVESTIGATIVE

 ARTISTIC  CONVENTIONAL 

 SOCIAL  ENTERPRISING

All the types have both positive and negative qualities.
None is better than any others.

Your Holland Code is a generalization, not likely to be an 
exact fit. However, it might help you discover where you 
can find occupational satisfaction. There are a number of 
instruments designed to help you identify your Holland Codes. 
This condensed survey is not intended to be as accurate or 
comprehensive as a full instrument. But completing this survey 
might help you identify the cluster(s) of occupations in which you 
would have the most interest and get the most satisfaction, and 
it will give you a place to start your career exploration.
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On The Web  The U. S. Department of Labor developed the O*NET Interest Profiler to help people discover their career 
interests as they connect to the Holland types.  You can take the on-line version of the Interest Profiler, and see related 
occupations, by visiting www.careers.utah.gov or www.careeronestop.org

http://www.careers.utah.gov
http://www.careeronestop.org


REALISTIC
-Robust, rugged, practical,  

physically strong
-Uncomfortable in social settings
-Good motor coordination
-Weak verbal and interpersonal  

skills
-See themselves as mechanically 
 and athletically inclined
-Stable, natural, persistent
-Prefer concrete to abstract  

problems
-Have conventional political and 

economic goals
-Rarely perform creatively in the  

arts or science
-Like to build things with tools
-Like to work outdoors
-Cool to radical new ideas
-Like to work with big, powerful 

machines
-Buy boats, campers, snowmobiles, 

motorcycles

INVESTIGATIVE
-Scientific orientation
-Task-oriented, all wrapped up in 
 their work
-Introspective and asocial
-Think through rather than act out a 

problem
-Strong need to understand the 
 world
-Enjoy ambiguous tasks
-Prefer to work independently
-Have unconventional attitudes 
-See themselves as lacking in 

leadership skills
-Confident of their intellectual 
 abilities
-Analytical, curious, reserved, 

independent
-Great dislike for repetitive activities
-Buy telescopes, calculators, 

electronic equipment

SOCIAL
-Sociable,  responsible,  

humanistic, religious
-Like to work in groups
-Have verbal and interpersonal  

skills
-Avoid both intellectual problem-

solving and physical exertion
-Enjoy healing, developing, training, 

or enlightening others
-Understanding, helpful, idealistic
-Dislike working with machines or  

in highly structured situations
-Like to discuss philosophic  

questions
-Concerned with the welfare of  

others
-Cooperative, friendly, generous
-Attend workshops, other group 

experiences

BASIC PERSONALITY TYPESH
O

LL
AN

D’
S 6

ENTERPRISING
-Good verbal skills, persuasive
-Strong leaders
-Avoid work involving long periods 
 of intellectual effort
-Strong drive to attain organizational 

goals
-Concerned with power, status, 
 and leadership
-Aggressive, popular, sociable, 
 self-confident
-High energy level
-Adventuresome, ambitious
-Enjoy making things happen
-Value money and material 

possessions
-Dislike science and systematic 

thinking
-Buy big cars, nice clothes, 
 country club memberships

CONVENTIONAL
-Prefer well-ordered environments
-Like systematic, verbal and 

numerical activities
-Avoid ambiguous situations and 

problems
-Conscientious, efficient, practical
-Identify with power
-Value material possessions and 

status
-Orderly, persistent, calm
-Adverse to free, unsystematic, 

exploratory behavior in new 
 areas
-Do not seek outside leadership
-Stable, controlled, dependable
-Most effective at well-defined tasks
-Save money, buy conservatively

ARTISTIC
-Like art, music, drama, other 
 creative interests
-Prefer free, unstructured situations
-Impulsive, non-conforming, 

independent
-Adverse to rules
-Deal with problems through self-

expression in art
-Value beauty and aesthetic 
 qualities
-Expressive, original, intuitive
-Like to work in free environments
-Like small, intimate groups
-Willing to take risks to try 
 something new
-Dress in freer styles than other 

people
-Have need for individualistic 

expression
-Not assertive about own 
 capabilities
-Sensitive and emotional
-Spend money on art objects–books, 

paintings, DVDs, CDs.
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by Connie Blaine

A successful job search 
requires time and effort. Most 
people work 40 hours a week.  
So if you’re unemployed, you 
should plan on devoting that 
much time to a job search.  
But first, you need to get 
organized, and plan how to 
look for work strategically.  
Often the hardest thing is 
just getting started, but don’t 
delay or let anything stop you 
from working your job search 
plan.

Certain things are essential 
for an effective job search.  
You’ve done an assessment 
of yourself.  You know your 
personality type and values; 
your skills and interests.  
Before you actually apply 
for any  jobs, begin your job 
search by gathering and 
organizing all the information 
you can to promote your 
qualifications and satisfy 
the needs of a prospective 
employer.

  FINDING  A  JOB  

IS  A JOB 
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First, get organized.   
If you’ve never been an organized person, now’s the 
time to develop this skill. Establish measurable goals 
and schedule your days. Plan, then do job- search 
activities to meet those goals.  For example, you 
could set Monday morning 8-noon for identifying your 
skills.  Then the afternoon could be spent preparing 
a resume.  Tuesday, you could spend two hours in a 
library or on the Internet (for instance, 
using a DWS Web tool, FirmFind) 
to look up 10 potential employers 
to contact. Then you might plan to 
spend the rest of the day 
and Wednesday actually 
making contacts.  At the end 
of each day review how you 
did, and revise your plans 
as needed. But keep up the 
pace--challenge yourself.

Have clear 
occupational 
objectives.
No job seeker is really 
looking for “anything.”  Use 
what you learned from your 
self-assessment to define 
your employment goals.

Next, look at the 
list of your skills  you’ve identified and narrow 
it down to those pertaining to the particular types of 
job(s) you are seeking.

Prepare a personal data sheet with all 
your employment-related information.  This will 
make employment applications easier to complete.
  
Write one or more basic resumes  that 
you can adapt and customize in order to advertise 
your skills to each potential employer.

The Hidden Job Market and 
Networking.
The vast majority (80 percent or more) of job openings 
are not advertised!   Most employers do not need to 
advertise; they have enough applicants without it, 
through “word of mouth”, or networking.  Employers 
prefer to hire on a referral from someone they trust.  
This is what makes networking so important.

Direct Employer Contact is part of your 
campaign to sell your qualifications.  Make a list 

of potential employers.  
As your job search 
progresses, you will 
continually change 
this list.  One excellent 
resource is FirmFind, 
a searchable list of all 
the companies in Utah. 
(See O n  T h e  We b , below)  
You can search it by 
area or occupation to 
find employers’ names, 
addresses and phone 
numbers.  Another way 
is using your local public 
library. You can use 
Chamber of Commerce 
listings, industry guides, 

newspapers and the phone book.  Now, plan a 
strategy to approach each potential employer.  
Develop a short “sound bite” by describing aloud the 
job you seek, the skills you offer, and why you are 
the best candidate.  When contacting an employer 
directly, talk to the person who would supervise 
you in your desired job, even if there are not jobs 
currently open.

Job

Planning, Persistence and 
follow-up are the keys to a 

successful job search

On The Web
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http://jobs.utah.gov/firmfind/pgMain.asp
http://jobs.utah.gov/Regions/EC.asp
http://www.mnwfc.org/cjs/cjsbook/prep1.htm 
http://jobs.utah.gov/jobseeker/guides/JSTools.asp 
http://content.monster.com/

http://jobs.utah.gov/firmfind/pgMain.asp?theSessionID=675548840
http://jobs.utah.gov/Regions/EC.asp
http://www.mnwfc.org/cjs/cjsbook/prep1.htm
http://jobs.utah.gov/jobseeker/guides/JSTools.asp
http://content.monster.com/
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It’s Not Just About Occupations—
Get the Right Skills!
The U.S. Bureau of Labor Statistics tells us that most workers 
will change occupations several times during their work life. 
Yes, you will probably move on to bigger and better things. 
You might decide you hate your 
current occupation and want to do 
something else. Or, you might lose 
a job through no fault of your own. 
Remember that saying “constant 
change is the only constant?” And 
labor market change is inevitable.

Take Them With You!
While you may change your 
occupation, you can keep something 
even more vital—your skills,  
abilities, and knowledge.   Most 
of these factors are  transferable 
between many occupations. So, 
while you are figuring out what to 
do with your life, don’t forget to 
get  the important knowledge and 
skills that employers will want now 
and in the future!

What Employers Want 
What skills do we project will be 
most in demand in the future? 
Well, it’s not reading, writing 
and arithmetic, but it is darned 
close. What’s the number one skill 
for jobs of the future? Reading 
comprehension—in other words, 
you need to be able to read and 
understand what’s being said in 
work-related documents. Next in 
demand is “active listening”—giving full attention to what 
other people are saying, taking time to understand the 
points being made, asking questions as appropriate, and 
not interrupting at inappropriate times. (I’m sure you even 
have some friends that could use this skill.)

Other top skills are being able to speak and communicate 
verbally effectively, ability to write appropriately, critical 
thinking or using logic to solve problems, and active learning. 
These skills don’t exactly fall in the “rocket science” category. 
However, employers say that many of today’s workers lack 
these basic skills.

Knowledge is Power
If you want to be “in the know” you should also make sure 
you are adequately prepared with the knowledge that jobs in 
the future will require. What’s by far the most important area 
of knowledge future occupations will need? The knowledge 
of customer and personal service. 

Okay, just what does that mean? 
Basically, you need know how to 
determine a customer’s needs, to 
meet quality standards for services, 
and evaluate customer satisfaction. 
Why is this area of knowledge so 
important? Most jobs will deal with 
customers. Your customer may be 
the little purple-haired older lady 
coming in for a style and set or the 
president of a multi-billion-dollar 
corporation that’s interested in 
outsourcing its telephone call-in 
center to your company. If we’re 
working for a living, we usually 
have customers.

Second on the list is knowledge 
of the English language. Don’t 
think you have this knowledge 
just because English is your native 
tongue. You need to know correct 
grammar, punctuation, and how 
to spell (even without your spell-
checker). 

Next on the list is clerical 
knowledge. Don’t think you are off 
the hook if you don’t plan on having 
a “clerical” job. Most professional 
positions require that you can do 
your own word processing when 

writing documents. And remember to study your math. 
Many jobs (particularly those with high pay) require a good 
knowledge of algebra, statistics, calculus and other types of 
mathematics.

And, the answer is. . .
When it comes to getting good, transferable skills, it really 
goes back to the basics. Get a good knowledge and skill base 
in reading, writing, math, customer service, etc. And you’ll 
be able to get the job you want—now and in the future.

For more information about these job skills go to: 

http://online.onetcenter.org/find/

Yo u  C A N  Ta k e  I t  Wi t h  Yo u

Utah Top Ten 
Skills in Demand

Reading Comprehension
Active Listening

Speaking
Writing

Critical Thinking
Active Learning

Instructing
Coordination

Learning Strategies
Monitoring

Utah Top Ten 
Knowledge Areas in Demand

Customer and Personal Service
English Language

Clerical
Mathematics

Sales and Marketing
Education and Training

Administration and Management
Computers and Electronics

Mechanical
Psychology

by Lecia Langston

http://online.onetcenter.org/find/


Why would firms 
recruit like this? 

Don’t we all feel more comfortable and confident when 
we have a referral? Many firms like to hire people using 
this same strategy. A personal referral is perceived as a 
good way to hire good people. It saves time and money 
to hire based on a recommendation.

What does this mean?
 
It means that if you are looking for a job, let people 
know. Work to build relationships by asking advice, 
asking if they know of people you can contact, and 
asking if they have heard of any job opportunities.

http://dmoz.org/Society/People/Women/Career/ 
http://www.advancingwomen.com/Networks/index.html 
http://www.bluesuitmom.com/career/changingjobs/
advice/networkingqa.html 

On the Web
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Don’t be shy!
 
Good networking is mutually beneficial because you get 
a job and the employer gets an employee. Networking 
isn’t begging for a job, it is building relationships and 
seeking information. 

Who?  

Start with people you know. Ask if they know anyone 
you can contact. Contact these “referrals”. When you 
meet with referrals, ask them for referrals. Try “cold 
calling”.   You can contact people you don’t know and 
ask for informational interviews.

Get going!

Make a list of contacts. When you contact a referral, 
introduce yourself, state your purpose and request a 
meeting. Prepare a list of questions for the meeting. 
Ask referrals if they know other people you can contact. 
Write thank you notes and keep a log of your contacts. 
It would be embarrassing to hear from someone and 
not be able to remember them.

“It’s not what you know, it’s who you know.”
This is, to some extent, true when it comes 
to finding a job. You may have heard about 
“networking” and the “hidden job market”. 
These jobs aren’t usually advertised but are filled 
by promotion or a referral. Simply put, a firm has 
a job opening and the recruiter asks if anyone 
knows someone who would be interested. 

Networking

    By Kim Bartel

http://dmoz.org/Society/People/Women/Career/
http://www.advancingwomen.com/Networks/index.html
http://www.bluesuitmom.com/career/changingjobs/advice/networkingqa.html
http://www.bluesuitmom.com/career/changingjobs/advice/networkingqa.html


Netting a Job on the Net

INTERNET WORTH
   by Lecia Langston

A good place to start is the “no 
charge” Utah Department of 
Workforce Services website: 
jobs.utah.gov (there’s no 
“www”). Just go to the Web 

site and click on “Find a Job.”
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Finding a job requires a multi-
pronged attack. Just of one of the 
tools in your job-search arsenal 
is the internet. But, perhaps 
you’re not a web surfer and 
don’t know “ftp” from 
“html.” 

Why even 
bother with 
the internet?

 It’s there 24/7
It’s available anytime: weekends, 
holidays, the dead of night (when the kids are 
finally in bed)—anytime.

 No Limits
You can search for jobs in your own 
hometown or in Cameroon.

 Demonstrate Your   
Leading-Edge Skills 
Finding an opportunity on-line or researching 
on the internet before an interview 
demonstrates you have some technical skills.

 Explore Alternatives You Haven’t 
Considered
Not quite sure what you really want to be 
“when you grow up?” Self-assessment tools, 
occupational exploration, training program 
information are all on-line.

Getting Started

The biggest problem with the internet is the vast 
quantity of information. It may seem like too much 
information. Keep in mind that the internet is a tool 
and, like all tools, it is only as good as the skill of the 
user. 

Learning to use the internet productively (like most 
things) takes time and effort. Don’t be overwhelmed! 
Ask a friend or librarian (or your kid) for help, if you 
need it. You can also receive help from workers in the 
job search area at Workforce Services.

Ask Questions

Before you start your internet job search, you might 
want to ask yourself a few questions. They will help 
you narrow your employment search.

 What kind of work do you want to 
do?
Come up with general occupations that you
are interested—not specific job titles.

 Who do you want to work for?
Are you interested only in certain industries? 
Do you want to work for a large employer? 
Do you have a specific employer in mind?

 Where do you want to work?
Will you move anywhere for the right job or 
do you want to work in Enterprise, Utah? 
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 On the Web
America’s Job Bank   http://www.ajb.org/
Federal Government Jobs  http://jobs.utah.gov/jobseeker/fedjobs.asp
State Government Jobs  http://www.dhrm.state.ut.us/
Job Central    http://www.directemployers.com/
Employment Guide   http://www.employmentguide.com/
Care Givers Job Clearing House http://www.carecareers.net/
Get a Job    http://www.getajob.com/
Career Builder    http://www.careerbuilder.com/
Hot Jobs (Yahoo)   http://hotjobs.yahoo.com/
Monster    http://www.monster.com/
Job Hunt    http://www.job-hunt.org/
Salt Lake City Help Wanted  http://www.saltlakecityhelpwanted.com/home/89.htm
Southern Utah Help Wanted  http://southernutahhelpwanted.com/home/15.htm
Vault     http://www.vault.com/

Utah Newspaper Classified Ads

Box Elder News (Brigham City) http://benewsjournal.com/classifieds.html
Daily Herald (Provo)   http://www.harktheherald.com/classifieds.php
Emery County Progress  http://www.ecprogress.com/index.php?id=1&go=classads#113
Salt Lake Tribune/Deseret News http://www.slc-classifieds.com/employment/index.asp
Sun Advocate (Price)   http://www.sunad.com/index.php?id=1&go=classads#113
The Daily Utah Chronicle (UofU) http://www.dailyutahchronicle.com/main.cfm?include=classifieds
The Daily Universe (BYU)  http://newsnet.byu.edu/classified/300.html
The Herald Journal (Logan)  http://www.thejobnetwork.com
The Park Record (Park City)  http://park.abracat.com/c2/jobs/hub/index.xml
The Sign Post (Weber State Univ) http://www.wsusignpost.com/vnews/display.v/SEC/Classifieds
The Spectrum (St. George)  http://www.thespectrum.com/classifieds/index.html
The Standard Examiner (Ogden) http://www.zwire.com/site/employment.cfm?brd=2555
The Times News (Nephi)  http://www.nephitimesnews.com/0704/070704/classifiedads.htm
Tooele Transcript Bulletin  http://www.transcriptbulletin.com/050.html
Uintah Basin Standard (Roosevelt) http://www.ubstandard.com/
The Vernal Express   http://www.vernal.com/cmsimple2_3new/?August_10%2C_2005:Classified_Ads

Finding the Right Sites

The right site for you will depend on how you 
answered the questions listed above. For example, 
large international sites are probably not your choice if 
you’re looking for a job in rural Utah. Here are some 
other things to consider:

 Is it easy to use?
 Do they keep your identity confidential?
� Can you search with precision?
� Are the job listings dated so you know when 

they were added?
� How often is it updated?
� Who runs the service?
 Do you know someone who uses this service?
� If they charge a fee, is it worth it?

http://www.ajb.org/
http://jobs.utah.gov/jobseeker/fedjobs.asp
http://www.dhrm.state.ut.us/
http://www.directemployers.com/
http://www.employmentguide.com/
http://www.carecareers.net/
http://www.getajob.com/
http://www.careerbuilder.com/
http://hotjobs.yahoo.com/
http://www.monster.com/
http://www.job-hunt.org/
http://www.saltlakecityhelpwanted.com/home/89.htm
http://southernutahhelpwanted.com/home/15.htm
http://www.vault.com/
http://benewsjournal.com/classifieds.html
http://www.harktheherald.com/classifieds.php
http://www.ecprogress.com/index.php?id=1&go=classads#113
http://www.slc-classifieds.com/employment/index.asp
http://www.sunad.com/index.php?id=1&go=classads#113
http://www.dailyutahchronicle.com/main.cfm?include=classifieds
http://newsnet.byu.edu/classified/300.html
http://www.thejobnetwork.com
http://park.abracat.com/c2/jobs/hub/index.xml
http://www.wsusignpost.com/vnews/display.v/SEC/Classifieds
http://www.thespectrum.com/classifieds/index.html
http://www.zwire.com/site/employment.cfm?brd=2555
http://www.nephitimesnews.com/0704/070704/classifiedads.htm
http://www.transcriptbulletin.com/050.html
http://www.ubstandard.com/
http://www.vernal.com/cmsimple2_3new/?August_10%2C_2005:Classified_Ads
http://www.vernal.com/cmsimple2_3new/?August_10%2C_2005:Classified_Ads


Changing Careers

http://www.careerknowhow.com/guidance/career-change.htm 
http://www.massbg.com/modules.php?name=News&file=article&sid=123 

You can use the instability 
of the job market to 
your advantage and 
better yourself with each 
strategic job move. 

7 Think of yourself as a 
product, and market yourself.  
Put yourself in the employer’s 
shoes and tailor your efforts to 
that perspective.  Go out and 
sell yourself—don’t wait for the 
opportunities to come to you.

6 Leave your current job 
when things are good.  Other-
wise, you’ll be sabotaging your-
self.  Be a model employee up 
to the minute you leave your 
job, and stay until you’re hired 
for the new one.

4 Keep your skills and 
training up-to-date, especially in 
technology.  Take classes, vol-
unteer, or work part-time where 
you can learn new software or 
skills to stay current.

5 Network like crazy.  This 
is still the best way to learn 
about new opportunities.

3 Create your own plan.  
Clearly define your objec-
tive.  Keep a running list of 
projects you’ve worked on and 
find the common threads run-
ning through the list.  This will 
help you identify the skills and 
knowledge you can offer a new 
employer.  If you’re serious, be 
willing to relocate.

2 Always be on the look-
out for your next job.  Keep 
your eyes and ears open, and 
do your research on wages, 
growth occupations and indus-
tries, and economic trends.  
A good place to begin that 
research is on the DWS Eco-
nomic Information Web site:  
http://jobs.utah.gov/wi/  .

1  Forget about playing it 
safe, and get comfortable 
with change and risk.  Con-
sider changing jobs—or even 
careers—every so often to 
be part of your overall career 
strategy.

In the last 20 years, job 
insecurity and job jumping 
have become the norm.  
What’s more, research 
shows that people who 
stay with an employer year 
after year get smaller pay 
increases over time than 
people who change jobs 
strategically.

On The Web

Here’s how to make the 
strategy work for you :
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Connie  Blaine

http://www.careerknowhow.com/guidance/career-change.htm
http://www.massbg.com/modules.php?name=News&file=article&sid=123
http://jobs.utah.gov/wi/


You can file for 
unemployment 

insurance 
either on-line 

or by telephone

The 4-1-1

Filing for Unemployment

It is also recommended that you keep job 
search records, as you may be required to 
perform an eligibility review or audit anytime 
the Department requests them.  

Unemployment insurance is a federal/state 
partnership established over 60 years ago to 
provide economic and financial stability to 
workers, families, and communities.

Unemployment insurance is not welfare, 
Social Security, disability income, or Workers 
Compensation.  Employers contribute to the 
UI trust fund in order for these payments to 
be made—meaning, claimants do not pay 
anything into the UI system.  Payments are 
based on past wages and not on individual or 
family economic situations.

By Brian Cowley
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    Telephone Numbers

Salt Lake County and south Davis County 
526-4400 

Weber County and North Davis County     
612-0877

      Utah County                                                 
 375-4067

Remainder of Utah and out-of-state          
(888) 848-0688 

To apply on-line, go to www.jobs.utah.gov and, 
under Quick Links, click on “File Your Claim On 
Line”.  At this Web site you can file your initial 
claim, your weekly continued claims, and an 
appeal.  The Internet allows you to file quickly 
each week and to check the status of your 
claim at any time.  It also provides all necessary 
information you need to file your claim.

You can also file by calling the UI claims center 
for your area. The phone numbers are listed 
below.  

In order to collect unemployment insurance, 
you are required to register with your local 
DWS employment center to look for work.  
You must be making a good-faith effort to 
find work each week.  You are required to at 
least make contact with 2 new employers each 
week you are filing a claim.  You also must file a 
continued claim every week in order to receive 
unemployment insurance for that week.  

http://www.jobs.utah.gov
http://www.jobs.utah.gov/Regions/EC.asp
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If you’re looking for a job, or a better job, you’re probably strapped for cash.  
Here are some tips for saving money.

By Connie Blaine

Eat out less, or not at all.

Cook from scratch. Beans and brown rice 
are nutritious, cheap and can be fixed in 
lots of yummy ways.

Cut entertainment. Do free fun stuff: play 
board games, hike, walk, bike, borrow 
library videos, tapes, books.  Go to free 
events, parks.

Get rid of pay TV (cable, satellite).

Use coupons and buy necessities on sale.

Make gifts instead of buying them.

Conserve energy:  Turn down your 
furnace and water heater; turn off the 
TV and lights when not in use; keep 
refrigerator door closed. Don’t let your 
vehicle idle, turn it off.

Drive less—consolidate trips, walk, bike, 
carpool.  Keep tires properly inflated, 
engine tuned, air filter clean. 

Work with creditors to reduce your 
payments.

Check your insurance.  Don’t have more 
than you need.  Raise your deductible to 
lower your payments.  Check with other 
companies for a better rate.

Buy generic medications and store 
brands, not name brands.

Shop at dollar stores and thrift stores.

Buy less – know the difference between 
what you want and what you truly need.

Grow a garden and can or freeze the 
surplus.

Trade and barter for services (child care, 
mechanic or handyman work, rides).

Spend Less
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On the Web

http://www.ftc.gov/bcp/menu-home.htm

Sell an extra car.

Sell things you don’t need, but are 
still usable, through on-line auctions 
and classifieds.

Sell a collection, boat, snowmobile, 
jet ski, or other toys and non-
essentials.

Rent out an extra room.

Sell your arts and crafts.

Get More $$ 
Coming In

Have a garage sale.

Teach your skills at your community 
school, or tutor students.

Work part-time, do odd jobs, be an 
independent contractor – yard work; 
shoveling snow.

Start a day-care or other home 
business.

Apply for food stamps and other 
assistance at DWS.

Get a paper route or other “spare 
time” job.

http://www.ftc.gov/bcp/menu-home.htm


How Employers Hire

Hiring practices vary, but most employers use a few 

common methods.  Hiring is usually a process that goes:

Recruitment • Screening • Selection.

Recruitment
Some of the most common ways 
employers recruit are:

Referral—the method employers prefer.  
Having someone they know and 
trust vouch for an applicant   
strengthens the applicant’s chanc-
es of being hired.

Advertising—in newspapers, job hot-
lines, trade papers, the Internet or 
radio/tv. 

Job Fairs—DWS holds job fairs around the 
state and large companies hold 
their own job fairs too.  Job fairs 
are used to recruit entry-level em-
ployees.  But the employers at job 
fairs may not always have current 
openings.

Internal recruitment—Most employers 
will offer jobs first to their current 
employees, then go external if a 
bigger pool of applicants is needed.

Private and public placement agencies—
some charge a fee, some don’t.

Temporary services—Temporary and 
contract employees are used more 
by companies now than in the 
past, and good temp workers often 
move into permanent jobs.

The Internet—Used mostly for recruiting 
higher-level professionals, and for 
technical occupations.
Other—School placement offices, 
union halls, etc.

“I’ve got this friend that would be perfect”
Screening
Once a pool of applicants is in place,
 employers screen or select the few most-
 qualified for interviews.   Usually this is
 done quickly by skimming resumes or 
applications and tossing those that have
 errors, are badly written, incomplete or
 do not show minimum qualifications the 
employer has set for the job. The employer 49

by Connie Blaine



Prepare Yourself
One of the best ways to find out what employers 
are looking for is to read their Web sites and  literature.  
Also read their vacancy notices, whether or not you want 
that particular job. This gives you a good feel for what 
they look for in potential employees. It is helpful to make 
personal contact with someone from the company. For 
instance, job shadowing within the organization, or an 
informational interview helps your chances. This gives 
you the opportunity to find out things they don’t tell you 
in the brochure—the pace at which people work, the way 
people communicate within the organization and the 
overall workplace culture.

  
All recruiters have specific qualifications and a range 
of skills that they are looking for. The key is to be clear 
about their requirements before applying, so you can 
tailor your resume, respond well in an interview and 
hopefully get that job!

http://www.u.arizona.edu/~cats/qualities.html
http://www.shl.com/SHL/en-int/CandidateHelpline/

Selection
Most often, the interview is the tool used to make the 
final decision on who to hire. Generally, all the applicants 
who get an interview are qualified for the job.  So the 
employer uses the interview to determine which one is 
the most qualified, as well as to assess personal qualities 
and how well the person will fit into the organization. 
References will be called at this stage. Final candidates 
may also need to pass a test, come back for a second—or 
even third—interview, or demonstrate their skills in a 
simulated job situation.

may use a scanner on resumes to select those with key 
words that match the skills they are looking for. When 
the best of the pool are screened from the rest, employ-
ers will look more closely at their qualifications. Educa-
tion may be verified, and former employers contacted.  
The employer might call the applicant for an additional 
telephone screening.

● have the minimum qualifications, at least, for the job

● will show up for work on time every day and work hard

● are able to work cooperatively as a team member

● demonstrate an understanding of appropriate workplace appearance   

     and hygiene

● can be trusted and demonstrate integrity and honesty

● are able to write effectively, using clear and concise language

● use appropriate language skills for the workplace and communicate well

● have good customer service skills and behavior when dealing with clients

● work well with a variety of people and embrace diversity

● listen well and respond appropriately to verbal and non-verbal messages

Employers say 
they’re looking 
for applicants who: 

On The Web
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http://www.shl.com/SHL/en-int/CandidateHelpline/
http://www.shl.com/SHL/en-int/CandidateHelpline/


Letters of Recommendation
It’s customary for an employee leaving a job on good 
terms to request a letter of recommendation from the 
employer or supervisor.  However, employers are not 
required to provide 
these and may not 
because of liability 
or company policy. 
The letter should 
focus on your job 
performance and 
duties but may touch on personal qualities, such as 
being a team player or your dependability.

If you’re a student ready to complete your training but 
you have little or no work experience, you can ask your 
teachers, academic advisor, or a mentor to write a letter 
of recommendation.

If you are new to the labor market and you have no 
paid work experience, ask someone you’ve completed 
a task or project with or someone who knows you 
well to write a letter of recommendation. This could 
be someone you’ve done volunteer work for/with, a 
church or community leader, a neighbor or landlord. 
The letter should say how long they’ve known 
you, address the quality of your task performance, 
dedication, skills and work habits.

Most employers periodically do a formal, written review 
of your work. A positive performance evaluation from 
your current or previous job can increase your chances 
of getting a job. You can include it with an application 
or resume.

Tools of the 
Trade

Performance Evaluation

Job Search Tools 
and Resources

  In addition to a good resume, 
cover letter, interviewing skills 
and networking, these tools and 

resources can help you land a job.

  

    

Temporary Work, Internships, 
Volunteer
Temporary work, such as in a retail store during the 
holidays, or for a temp agency, is a way to get work 
experience and a letter of recommendation from 
an employer and may even lead to a permanent job. 
Volunteer work or an internship—paid or unpaid—can 
accomplish these things as well.  

Work Samples
Figure out a way to show work you’ve done to a 
prospective employer—something you’ve written, 
before and after pictures of a project you’ve done, 
video, or objects you’ve created that relate to the job 

you’re applying for.  For 
example, a clerical 
worker may show 
pamphlets or brochures 
she’s written or 
designed; a painter, 
carpenter, chef, or 
hairdresser could show 

pictures of their work; a trainer or speaker could 
show a video of the presentation.  Even hobbies can 
demonstrate relevant skills.

DWS Veteran Services 
Veteran Services can help veterans prepare for and find 
employment. For a complete list of services and more, 
see ‘On the Web’ below.

Vocational Rehabilitation
Eligible individuals with disabilities can receive 
assistance to prepare for and obtain employment from 
their local Utah State Office of Rehabilitation.  Services 
include vocational evaluation, assisted technology, 
supported employment and other employment 
assistance.   Log onto http://www.usor.utah.gov/, or 
find them in the State Government blue phone book 
pages. 

On the Web
http://jobs.utah.gov/jobseeker/veterans/  
http://www.usor.utah.gov/

By Connie Blaine
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http://www.usor.utah.gov/
http://jobs.utah.gov/jobseeker/veterans/
http://www.usor.utah.gov/


On the Web

ApplicationsBy Tara Connolly

An application is a tool an employer uses to 
determine your qualifications for a job.  Since 
employers most likely will not know you, all 
they will have to determine your ability as 
a prospective employee is the application.  
There are several things to keep in mind 
when filling out applications.

The application should be neat and professional.  
No errors in spelling or grammar, and do not fold 
or wrinkle the application.

Print in black ink.

Include complete information.  If something 
doesn’t apply to you use N/A (not applicable).  Do 
not leave blanks.  Never write, “See resume”.  Fill 
out the application completely.

List the position desired.  Be specific as 
possible.  Never reply  “any” or “open”.

Be positive.  Emphasize your positive traits.  
When asked for the reason you left your previous 
job, avoid terms like, “fired, quit, illness or 
personal reasons”.  Use more positive statements 
like, “looking for more responsibility”.

Use “open” or “negotiable” for salary 
requirements.  Never put a specific wage.

Online applications are becoming more and more 
common.  Don’t be intimidated by the electronic 
version.  It is almost identical to filling it out by 
hand (except you won’t have to worry about how 
nice your handwriting is).  Keep these things in 
mind:

Copy and paste the application questions 
into a word processing document.  Fill out the 
application in that format.  Then transfer your 
information back into the online application.  This 
allows you to use functions like word count and 
spellcheck. 

Check to see that you will be able to save 
your work-in-progress and return to it later.  If 
not, make sure that you have plenty of time to 
complete it.

Don’t wait until the closing date to fill out your 
application.  There will most likely be a high 
volume of users on the system and it may be 
slow going.

Remember that even though an application is 
online, it still requires the same level of attention 
to detail.  Jargon you would use with friends in 
text messaging, such as using the initials “U R” 
instead of typing out the words “you are”, is not 
appropriate.

http://jobs.utah.gov/jobseeker/guides/07_31.pdf
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Resumes
Whether you’re a high-level professional, a student 
looking for a part-time job, or a homemaker returning 
to the job market, you need a resume.  A resume is an 
advertisement of you.  It is your primary sales tool to 
market yourself to an employer.  Every job seeker in 
today’s tight job market 
needs a resume.

Your first step is to 
list and organize 
your information: 
your education, 
employment history, 
skills, etc.  Make sure the 
information is complete. 

Next, do some research on 
resumes.  Look at examples of 
resumes given on web sites and in 
resume books.  Some resources to 
help you are listed at the end of 
this article.

Now decide on what format 
you will use for your resume.   
No matter what format you 
decide to use, remember 
the best resume is one that 
is targeted to the job you are 
seeking.  This requires that you 
update your resume for every 
job you apply for.  Targeting 
your resume is a very powerful 
method to set yourself apart 
from the competition and 
capture the employer’s interest.

There are three main formats for 
resumes, Chronological, Functional 
and Combination.

               

by Tara Connolly
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The Chronological format’s emphasis is placed 
on a chronological listing of employment and 
employment-related experience.  This is a good 
format for those with a consistent employment 
history, with no gaps and whose past employment 

experiences are related to their current employment 
goals.  

The Functional format 
highlights skills, 

experience and 
accomplishments 
without identifying 
specific dates, 
names and places.  

Employment history is 
de-emphasized by placing 

it near the bottom of the 
resume.  This format works 

well for those changing careers 
or those who are new graduates.  

However, many hiring authorities do not 
like this format, as it is generally believed it 

is used to hide something.

The Combination format brings together both 
the Chronological and the Functional resumes.  
This format begins with a summary of your 

most impressive qualifications, skills, abilities and 
accomplishments.  It is followed by an employment 

history and education section that supports the 
statements made in the top portion.

Remember whatever format you choose, an employer 
will only spend 10-15 seconds reviewing your resume 
to determine whether or not to call you in for an 
interview.  Because so little time is spent on the initial 
review of your resume, you will need to focus on 
making your resume reader-friendly, easily scanned 
by the human eye and highlight the most important 
information first.



Resume Layout

Most resumes have these standard parts:

Personal Data – 
Your name, complete mailing address, telephone 
number (and/or cell phone number if you have one) 
with area code (make sure your answering machine 
message is professional), and email address.  Your 
email address must also be professional.  If you 
do not have an email address, get one.  In today’s 
technology-savvy world, you will look behind-
the-times if you do not have one.  Put all of this 
information in block format (versus all on one line) at 
the top of your resume.

Employment or Career Objective – 
This is known by many different names and it is not 
always used or mandatory.  If you choose to omit 
it, you can include it in the cover letter.  The best 
objective statement does not list what you 
want from the employer.  Instead, it lists 
what you will bring to the company.  It is 
a brief statement summarizing your best 
accomplishments, skills, education etc. 

Summary or Highlights of 
Qualifications/Skills – 
When listing skills, focus on those needed 
for the job you want, not what you have 
done in the past.  Because resumes are 
skimmed, rather than read, highlighting these 
skills early in the resume is an effective 
way to increase your chances of getting an 
interview.
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Work Experience – 
List the job title, employer name and location, along 
with dates of employment.  Underneath each job, 
briefly describe skills acquired.  This can be done by 
bullet pointing each individual skill or job duty.  
 

Education – 
Education and Work Experience can be flip-flopped, 
depending on what you think your best selling point 
is.  If you are a recent graduate, your education should 
go before your work experience.  But if the employer 
is requiring experience and no education level, then 
work experience comes first.  List only education that 
is significant to your job search.  There is no need 
to list a high school diploma if you have a college 
degree.  If you have a GED, list yourself as a high 
school graduate.

Other Activities – 
List only those activities that relate to your 
occupational goal and show skill or experience.  It 
is best not to list political or religious affiliations.  
Military experience can be listed as a separate section 
or as part of the work history.  Ideas of things to list 
are volunteer experience, other languages spoken, 
honors and awards etc.

It is important to make your resume unique.  
No one layout fits everyone.  Depending 
on the employer or the job, different things 
may be expected.  Do your research so that 
you will be comfortable with your resume.

Resume Layout

Most resumes have these standard parts:

Personal Data – 
Your name, complete mailing address, telephone 
number (and/or cell phone number if you have one) 
with area code (make sure your answering machine 
message is professional), and email address.  Your 
email address must also be professional.  If you 
do not have an email address, get one.  In today’s 
technology-savvy world, you will look behind-
the-times if you do not have one.  Put all of this 
information in block format (versus all on one line) at 
the top of your resume.

Employment or Career Objective – 
This is known by many different names and it is not 
always used or mandatory.  If you choose to omit 
it, you can include it in the cover letter.  The best 
objective statement does not list what you 
want from the employer.  Instead, it lists 
what you will bring to the company.  It is 
a brief statement summarizing your best 
accomplishments, skills, education etc. 

Summary or Highlights of 
Qualifications/Skills – 
When listing skills, focus on those needed 
for the job you want, not what you have 
done in the past.  Because resumes are 
skimmed, rather than read, highlighting these 
skills early in the resume is an effective 
way to increase your chances of getting an 
interview.
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Work Experience – 
List the job title, employer name and location, along 
with dates of employment.  Underneath each job, 
briefly describe skills acquired.  This can be done by 
bullet pointing each individual skill or job duty.  
 

Education – 
Education and Work Experience can be flip-flopped, 
depending on what you think your best selling point 
is.  If you are a recent graduate, your education should 
go before your work experience.  But if the employer 
is requiring experience and no education level, then 
work experience comes first.  List only education that 
is significant to your job search.  There is no need 
to list a high school diploma if you have a college 
degree.  If you have a GED, list yourself as a high 
school graduate.

Other Activities – 
List only those activities that relate to your 
occupational goal and show skill or experience.  It 
is best not to list political or religious affiliations.  
Military experience can be listed as a separate section 
or as part of the work history.  Ideas of things to list 
are volunteer experience, other languages spoken, 
honors and awards etc.

It is important to make your resume unique.  
No one layout fits everyone.  Depending 
on the employer or the job, different things 
may be expected.  Do your research so that 
you will be comfortable with your resume.



  

Tips for Scannable Resumes

 Use keywords and short phrases, including 
industry-specific terms.

 Begin every line on the left margin.  Do not 
right justify.

 Include a “Keyword Section” and list any and 
all skills, experience etc. that apply to the job.

 Remove bullets, italics, underlines etc.  You 
can use an asterick * to bullet.

 Insert hard returns at the end of each line.  
Lines must not be more than 66 characters.

 Print using a laser printer.  Do not use a dot 
matrix printer or photocopy your resume, 
which will be too poor of a quality for a 
computer to scan.

Resume Writing Tips

 Use only 8 ½” by 11” white or off-white 
quality paper

 Use standard 1” margins
 Keep all section titles pulled to the left side 
 of the paper
 Do not use abbreviations
 Avoid unusual or exotic fonts
 Use font changes, underlining, italics, CAPS 

and bold options sparingly
 Do not right justify
 Do not include photographs or graphics
 Keep the resume 1 to 2 pages
 Check for proper grammar and correct 

spelling

Common Resume Blunders

 Using pronouns like “I” and “me” and too 
many articles like “a” or “the”

 Adding a “Hobbies” section unless it is 
directly related to the job you are seeking

 Listing age, gender, race, ethnicity or religion
 General Objective Statement
 Typos

OOPS!

Scannable Resumes

Some companies use an electronic scanner to 
filter through the resumes received for each 
position.  The computer scans your resume 
looking for keywords (such as degree held 
or software familiar with), as well as the 
requirements from the job listing.  Your resume is 
easiest read by a computer if it is in 12-point size 
font and in Times New Roman or Arial.  Using 
graphics, borders or other fonts and sizes will 
blur the letters together, causing computer chaos.  
Remember that length is irrelevant to a computer.   
So add in everything you think may help get your 
resume pulled.  To make your resume easier to 
scan for a computer, there are some changes you 
can make.
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        by Tara Connolly

References are a tool an employer 
uses to find out, from those who 
know you personally, what type of 
an employee you will be.  References 
are used in several ways: to verify 
your work history, find out about 
your skills, communication abilities 
and work habits.  
 

http://jobs.utah.gov/jobseeker/guides/resume.asp
http://www.rileyguide.com/letters.html
http://resume.monster.com/archives/dosanddonts/
http://www.mnwfc.org/cjs/cjsbook/resume.htm

 In the body of the email provide an alternate 
contact method, just in case they are unable to 
open your attachment.

 Email a friend a copy of your resume to see 
how it looks over another computer.

 Run a virus check over your document prior 
to sending.  Nothing will hurt your chances 
more than infecting the potential employer’s 
computer with a virus.

Tips for Emailing Resumes

Some employers may ask you to email your resume.  
There are few tips to keep in mind when emailing:

 Use the job title and/or job code in the 
“Subject” line of your email.

 Send your resume as an attachment.
 Save your resume with your name as the 

filename, i.e. “johndoeresume.doc”, rather 
than “resume.doc”.  This will help to 
distinguish your resume from others.

R
eferences
Tips

• Contact your references in advance and 
ask them if they would be willing to be 
a reference.  Only use them if they sound 
very willing to do it.

• Contact only those people who will say 
good things about you and are familiar 
with your character, work habits and 
are themselves good employees (or 
employers). 

• Refresh their memories regarding the 
position you held or the activity you were 
involved in.  It is also a good idea to give 
them a copy of your resume, so they can 
see what you are telling the employer.

• The phrase, “References available upon 
request” is not necessary to put on your 
resume.  

• Do not provide references until asked.  And 
keep them separate from your resume.  

On the Web
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Cover Letters
by Tara Connolly

Any time a resume is sent, it should 
be accompanied by a cover letter.  
Just like resumes, cover letters 
need to be tailored for each specific 
situation.  Write a different letter 
for each job you apply for.

A cover letter is a one-page, 3-
paragraph letter introducing 
yourself to the employer.  Use the 
same font size and paper that you 
used on your resume.  Be sure to 
type your signature and then sign 
in blue or black ink at the bottom of 
the letter.  A guide to writing each 
paragraph is as follows:

http://resume.monster.com/archives/coverletter/
http://www.careerlab.com/letters/intro14.htm

On the 
Cover

 1st Paragraph:  State the  
 reason you are writing and  
 how you found out about 
 the job.  Be sure to include  
 the job title or job code in  
 this paragraph.

 2nd Paragraph:  Describe  
 your strongest qualifi-
 cations.  It is best if the  
 qualifications you are   
 describing are the ones 
 that are asked for as job  
 requirements.  If you did 
 not put the objective 
statement in your resume, you can 
use it here.  Be sure to focus on 
what you can do for the company, 
not what they can do for you.

3rd Paragraph:  Close with the 
next step you will take.  Will you 
call them?  Follow up by email?  
Then thank the person reviewing 
your letter for their time and 
consideration.

On the Web
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Research the company.  Look at their Web 
site, if they have one.   Doing your homework 
shows your interest and can impress the 
interviewer.  One easy place to find a list of 
virtually every employer in the state of Utah is 
FirmFind: 
http://jobs.utah.gov/firmfind

Gather any documents you might need. 
These could include copies of your resume, 
driver’s license, school transcripts, certificates 
etc.  Be sure to bring a pen and paper, in case 
you need to write anything down.

Plan your answers to commonly-asked 
questions.  Think about your skills and the job’s 
requirements, and know how they match up.

Dress a step above what you would be 
wearing on the job.  It may sound   old- 
fashioned, but a neat, professional, polished 
appearance is always best for a job interview.

Arrive a few minutes early.

Turn off your cell phone or pager.

Interviews  
The Interview

Shake hands with the interviewer.  A firm 
(not bone-crushing) handshake will do.

Look the interviewer in the eye and smile.  
Show you are confident and excited to be 
there.

Sit up straight and keep your hands 
still.  Be aware of your nonverbal body 
language; don’t put your hands in your 
pockets, crack your knuckles, tap a pen 
or pencil, jingle keys or play with your 
hair.

Listen carefully and respond positively 
and honestly.  Focus on your qualifications 
and what you can bring to the job.

Always answer the question that is asked.  
Don’t ramble or go off on a tangent.

Questions to Expect 
During an Interview

    ·  What is it about this job
        that appeals to you?

    ·  Why did you leave your
        last job?

    ·  What are your greatest
        strengths?

    ·  What are your biggest
       weaknesses?

    ·  Why should we hire
       you?

by Tara Connolly

So, you have turned in your resume or 
application and received a call for an 
interview.  Don’t panic.  An employment 
interview is simply a meeting between 
you and a potential employer to discuss 
your qualifications and see if there 
is a “fit”.  It is your responsibility to 
convince the employer that you are the 
one for the job.

Preparation is the key to your interview 
success. Before the interview:
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Behavioral Interviews
Have you ever gotten the interview question, 
“Give me an example of a time when…” This is a 
behavioral interview question.  These questions 
are based on the premise that the best way to 
predict future behavior is to determine how you 
acted in the past.  Examples of these types of 
questions are: 

“Give me an example of time when you dealt 
with an upset customer and how you resolved 
the situation.”  
“Describe a major problem you have faced and 
how you dealt with it.”

The initial question may be followed up with:
“What did you do?”
“What did you say?”
“What was the result?”

The key to answering behavioral questions is 
to give specific examples of things that really 
happened.  Not just, “Well if that happened, 
I would do this…” It needs to be, “In the past I 
have done this…”  Recall situations that show 
favorable actions or behaviors and show you in a 
positive light. Focus on situations that show your 
work ethic, customer service or teamwork skills, 
ability to solve problems and leadership abilities. 
Be sure your story has a beginning, middle and 
end. Be specific.

           

http://jobs.utah.gov/jobseeker/guides/07_34.pdf
www.bls.gov/oco/oco20045.htm

www.job-interview.net
www.collegegrad.com/intv/

http://content.monster.com/jobinfo/interview
www.collegerecruiter.com/pages/articles/article35.htm

On the Web

At the end of the interview, the employer may 
ask you, “Do you have any questions for me?”  
Many job seekers make the mistake of asking 
questions that focus on their needs and wants.  
Your questions should be work-focused, task-
focused or function-focused.  Here are some 
examples:

Good Questions     
What would my primary responsibilities be?
Who would I be reporting to?   
What type of training would I receive?  
What are the advancement opportunities?  

Bad Questions
How much am I going to get paid?
How soon could I take a day off?
Are you going to check my references?
Do I have to pass a drug test?

Save questions about what you’ll get until after 
you’ve received a firm job offer.

Q
uestions to A

sk
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Adapted from Preparing Your Child For College, a publication of the US Department of Education

Postsecondary schools are located in large cities, in suburbs, and in small towns 
throughout the country.  Some are public institutions and some are private.  Some enroll 
thousands of students, others have just a few hundred.  Some have diverse student 
populations, and some focus attention on specific types of students.  The type of 
institution best suited to you will depend on your needs and preferences.  You can start 
your investigation by considering these basic questions:

• Why do I want to attend a postsecondary school?
• What do I hope to achieve?
• Do I have a specific major in mind?
• Do I prefer a small or a very large school?

Once you have an idea of your needs and preferences, continue your information 
gathering.  Many of the following questions can be answered by accessing the school’s 
Web page.

What kinds of educational programs are offered?  
Ask about their best-known or “specialty” programs, types of 
certifications or degrees available.  

How long does it take to earn a certificate or degree? Find 
this out before enrolling in any program. Make sure you know if the 
timeframe means full-time or part-time attendance.

What graduate follow-up information is available?
• Get job placement rates for graduates by program.  If lots of 

graduates are working in an area unrelated to their major, that’s 
a problem.  

• Are career and placement services available to students? 
• If you’re looking to transfer from a 2-year college to a 4-year 

school, ask how this can be accomplished.  Ask how many 
graduates transfer each year.

What is the dropout rate at the school?
A high dropout rate may indicate student dissatisfaction.  Ask about 
refund policies if you drop out or drop a class.

What are the admissions requirements?
Make sure you have completed any high school prerequisites and 
admissions tests.

What is the loan default rate?
A high default rate suggests that either students are 
not completing their training, or are unable to find jobs 
when they graduate.

What do recent graduates have to say about 
their experience at the school? Schools should 
give you the opportunity to talk to recent graduates 
– or perhaps current students – who can share their 
opinions about classes, teachers, facilities, and about 
the skills they have acquired. 

What facilities are available at the school?
Consider the quality of the classrooms, libraries, 
and computer centers. If you plan to live on campus, 
visit the dorms to see living conditions and meal 
arrangements.

How is the school accredited?
Federal financial aid will only be available to students 
attending schools that are recognized by the Secretary 
of Education. To check the status of a potential school, 
you can call the Student Financial Aid Information 
Center at 1-800-4FED-AID.

Many of these questions can be answered by accessing the LEARN section of the Choices Planner. You can 
pick up admissions information, find out what programs are offered, link directly to schools’ websites and more.
Visit - www.careers.utah.gov

  Choosing a

Postsecondary School
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University of Utah  http://www.utah.edu/   The U of U is a major urban state university with significant programs  
 of sponsored research and of graduate, professional, and undergraduate education in 15 colleges and professional schools and 
 their authorized degree programs, including law and medical schools.  Apply for admission and/or for scholarships on line; see 
 detailed information about colleges, activities, financial aid and much more.

Utah State University  http://www.usu.edu/  USU serves as the state’s land-grant institution under state and 
 federal legislation and is a primary center of university research and of graduate, professional, and undergraduate education in 
 numerous authorized fields of study. Apply for admission on line and find much more detailed information.

Weber State University  http://www.weber.edu/   WSU is a student-centered institution focused on two- and four-
 year programs with a strong commitment to applied learning in technical, professional and liberal education. Selected masters 
 programs are also available.

Southern Utah University  http://www.suu.edu/  SUU has the mission of a regional, comprehensive, 
 undergraduate institution with a broad program of liberal and professional education, and is a primary center for service and 
 cultural programs designed to advance the southern Utah area. Selected masters programs are also available.   Admission forms 
 available on line.

Snow College http://www.snow.edu/  Snow College is an open access comprehensive community college that offers  
 a broad range of general/liberal education and vocational/technical programs leading to Associate of Arts, Science, or Applied 
 Science Degrees. Numerous specialized short-term vocational training certificates and diplomas are also offered.  Admission 
 forms available on line.

Dixie State College  http://www.dixie.edu/  Dixie State College is an open access, comprehensive community college 
 with a mission of providing general and liberal education as well as applied technology programs leading to Associate of Arts,  
 Science, or Applied Science degrees. Certificates are awarded for short-term and applied technology programs. The upper 
 division consists of selected Baccalaureate degree offerings.  Admission forms available on line. 

College of Eastern Utah  http://www.ceu.edu/     CEU is an open access, comprehensive community college with a 
 mission of providing general and liberal education as well as applied technology programs leading of Associate of Arts, Science, or 
 Applied Science degrees. Certificates are awarded for short-term and applied technology programs. Admission forms available on 
 line.

Utah Valley State College  http://www.uvsc.edu/  UVSC consists of two interdependent divisions. The lower 
 division embraces the mission of an open access comprehensive community college which provides general and liberal education 
 as well as applied technology programs leading to Associate of Arts, Science, or Applied Science degrees. Certificates are 
 awarded for short-term and applied technology programs. The upper division consists of selected Baccalaureate degree offerings. 
 On-line application for admission available.

Salt Lake Community College http://www.slcc.edu/    SLCC is an urban, multi-campus, open access, 
 comprehensive community college with a mission of providing applied technology education as well as general and liberal 
 education leading Associate of Arts, Science, or Applied Science degrees. Certificates are awarded for short-term and applied 
 technology programs. Admission forms available on line.

Universities offer a wide variety of coursework 
and degree programs, including some at the 
graduate level.  Extracurricular activities serve a 
multitude of student interests.  Academic facilities 
such as libraries, laboratories, computer labs, etc., 
are numerous and well-equipped.

Utah Public Universities
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Applied Technology
The Utah College of Applied Technology (UCAT) consists of nine applied 
technology college campuses, providing opportunities for statewide open-entry, open-exit, 
competency-based education for high school and adult students. For more information, visit 
www.ucats.org or one of the below links to see a particular UCAT campus.

Bridgerland ATC
1301 North 600 West

Logan UT  84321
(435) 753-6780

http://www.batc.tec.ut.us/ 

Central ATC
200 S 800 West

Richfi eld, UT 84701
(435) 896-8202

http://www.svatc.tec.ut.us/ 

Davis ATC
550 E 300 South

Kaysville UT  84037
(801) 593-2500

http://www.datc.tec.ut.us/ 

Dixie ATC
55 S 900 East

St. George, UT 84770
(435) 652-7731

http://www.dixieatc.org/ 

Ogden-Weber ATC
200 N Washington Blvd.

Ogden UT  84404
(801)627-8300

http://www.owatc.tec.ut.us/ 

Salt Lake - Tooele ATC 
Main Campus & Administrative Offi ces

1655 East 3300 South
Salt Lake City, UT 84106

(801) 493-8700 Telephone
(801) 493-8750 Fax
http://www.sltatc.org/ 

Southeast ATC
375 S Carbon Ave. A-3

Price, UT 84501
(435) 613-1438
http://seatc.org/ 

Southwest ATC
510 West 800 South 
Cedar City, UT 84720 

(435) 586-2899

Mountainland ATC
987 S Geneve Road

Orem, UT  84058
(801) 863-4636

59 E Pacifi c Drive
American Fork, UT 84003

(801) 756-5317
http://www.mountainlandatc.org

Uintah Basin ATC
1100 E Lagoon Street (124-5)

Roosevelt  UT  84066
(435) 722-4523

1800 W 500 N
Vernal, UT  84078

(435) 789-4866
http://www.ubatc.tec.ut.us
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Grants –
Need-based aid that does not have to be repaid.  Federally-funded grants: Federal 
Pell Grants and Federal Supplemental Educational Opportunity Grants (FSEOG).  
State grants: Utah Centennial Opportunity Program for Education (UCOPE) and 
Leveraging Educational Assistance Partnership (LEAP).

Scholarships –
Like grants, scholarships do not have to be repaid. Generally scholarships 
are reserved for students with special qualifications, such as financial need 
and /or academic, athletic or artistic talent.  Institutional scholarships can 
be based on financial need, academic ability or outstanding talent.  Many 
are offered by both public and private colleges, though thousands of private 
scholarships are also available from other sources, such as UtahMentor.
 The state of Utah also funds scholarships.  The New Century 
Scholarship provides opportunities to Utah students who complete the 
requirements of an Associate Degree or its equivalent at a state college 
by September 1 of the year they graduate from a Utah high school.  The 
Centennial Scholarship is a full or partial tuition scholarship that can be 
used at any postsecondary institution in Utah that is accredited by the 
Northwest Association of Schools and Colleges.  Students are eligible for 
$250 for every quarter that they graduate early from high school.  Students 
must enroll in an approved college within one year of their high school 
graduation.  Approved colleges are listed on the scholarship certificate. 

Loans –
Must be repaid with interest.  The main loan options are student loans, 
parent loans and private loans.  Federal loans include: Federal Perkins 
Loans, Federal Stafford (Subsidized and Unsubsidized) Loans, and Federal 
Parent Loans for Undergraduate Students (PLUS).  The Terrel H. Bell 
Teaching Incentive Loan Program (TIL) is a state loan program that has a 
non-repayment feature for recipients who teach in a Utah public or private 
K-12 school.

Work-Study –
Provides students with employment opportunities both on and off campus.  
The program is normally based on a student’s financial need.  Generally 
there are two forms of work study programs at the federal and state 
level.  Federal Work Study allows students to work on or off-campus and 
is based on financial need.  The Utah Centennial Opportunity Program for 

It is never too early to start looking for financial aid information.  Apply for any and 
all grants/scholarships for which you may be eligible. Talk to the financial aid office at 
colleges you are interested in attending.

Applying for financial aid means that, as soon as possible, you need to create a 
budget, prepare copies of your income taxes, fill out and submit the Free Application 
for Federal Student Aid (FAFSA), and get an electronic pin number from the federal 
Department of Education. You can use this number to “sign” your application when 
you apply online at www.fafsa.ed.gov.  The PIN may also be used as an electronic 

signature for student loans.  Log in to: http://www.pin.ed.gov.Financial aid is money you receive 
from a variety of sources to help 
pay the cost of education.  These 
include scholarships, grants, 
work-study, and loans. The 
good news is that, regardless of 
income, most people are eligible 
for some form of financial aid.
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Remote Learning 
by Cornel Garfman

A slew of online programs have cropped 
up for students who are too busy to 
attend a brick-and-Mortar university. How 
can you tell the reputable institutions 
from the diploma mills?

• Find out if your chosen school is 
accredited by an agency recognized 
by the Council for Higher Education 
Accreditation (chea.org).

• Visit the Better Business Bureau’s 
bbb.org to see if the institution has a 
record of complaints.

• Don’t judge a school by its Web site—
anyone can look official. Instead, 
complete the checklist at Geteducated.
com, a great resource for weeding out 
phonies.

• Carefully review the school’s 
admissions policy, and avoid any 
“university” that fails to consider 
your academic record, GPA and test 
scores. Easy A’s are tempting, but 
they (probably) won’t get you into 
Harvard.

FINANCIAL AIDBY BRIAN MCGILL

http://www.utahmentor.org
www.uheaa.org 
www.fafsa.ed.gov

http://www.utahsbr.edu/html/financial_aid.html  

On the Web Education (UCOPE) work study program is funded by the state 
for Utah residents.  Financial need is also a requirement.

Benefits for Special Groups –
Several financial assistance programs depending on a person’s 
ability or disability, community/military service, etc.  High school 
and colleges counselors are aware of most programs.

http://www.fafsa.ed.gov
http://www.pin.ed.gov
http://www.chea.org/
http://www.bbb.org/
http://www.geteducated.com/
http://www.geteducated.com/
http://www.utahmentor.org/FinAid
http://www.uheaa.org
http://www.fafsa.ed.gov
http://www.utahsbr.edu/html/financial_aid.html
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For help finding quality child care, contact your local Child Care Resource and Referral Office:

Bridgerland
Serving Box Elder, Cache, and Rich Counties 
(435) 797-1552 or 1-800-670-1552

Northern Utah
Serving Davis, Morgan and Weber Counties 
(801) 626-7837 or 1-888-970-0101

Metro
Serving Salt Lake and Tooele Counties 
(801) 355-7444 or 1-800-839-7444

Mountainland
Serving Summit, Utah, and Wasatch Counties 
(801) 222-8220 or 1-800-952-8220

Eastern Utah
Serving Carbon, Daggett, Duchesne, Emery, Grand, San Juan and Uintah Counties 
(435) 613-5619 or 1-888-637-4786

Western Utah
Serving Beaver, Garfield, Iron, Juab, Kane, Millard, Piute, 
Sanpete, Sevier, Washington, and Wayne Counties 
Training Information: 1-800-543-7527 
Technical Assistance: 1-888-344-4538 
Child Care Referrals: 1-888-344-4896

Oh
Baby

by Connie Blaine

Finding Quality Child Care

Quality child care will include:

• small groups of children for each adult caregiver/teacher
• caregivers who show affection, attention and are 
 committed to their jobs
• caregivers who continue their training and education in 
 child development
• bright and colorful environments with natural light, and 

plenty of space for the children to play—both indoors and 
outdoors

• caregivers who encourage family participation and open 
communication

• creative and appropriate activities for the individual needs 
 of the children
• programs licensed and monitored by the state

uality child care can be affordable if you research all your options. Money is available 
from the Department of Workforce Services for qualified working parents:
http://jobs.utah.gov/occ/slideshow/CCSlideShow_files/frame.htm. Q

To find out more, contact the office of Child Care at 801 526-4340, or toll-free at 1-800-662-7390.  Or to apply 
for child care assistance, please visit your local Department of Workforce Services employment center.

On the Web:
http://jobs.utah.gov/occ/Training/CCRR.asp 
http://jobs.utah.gov/occ/ 

http://jobs.utah.gov/occ/slideshow/CCSlideShow_files/frame.htm
http://jobs.utah.gov/occ/Training/CCRR.asp
http://jobs.utah.gov/occ/


Personal
● Before starting the job, have all of 

your appointments with doctors, 
dentists, etc. out of the way. Have 
your transportation and day care 
lined up so you do not immediate-
ly have to take time off. Have an 
emergency plan for day care and 
transportation. 

● Take time to make new friends. 
Find positive and upbeat co-work-
ers. Avoid 
negative, criti-
cal and gossip-
ing people. 

● Be clean and 
well groomed. 
Wear clean and 
job-appropriate 
clothes. Pay at-
tention to how 
your co-work-
ers are dressed. Avoid wearing 
strong perfumes or colognes. 

● Keep your personal life and 
problems at home. Do not use the 
employer’s equipment and time 
to do personal things like making 
personal phone calls, using the 
copy machine, or resolving your 
personal problems on the job. 

● Be patient with yourself and your 
employer. It takes time to learn 
and like a new job. 

http://careerplanning.about.com/cs/jobsuccess/index.htm
http://careerplanning.about.com/library/weekly/aa011800a.htm  how to get fired
http://www.jobweb.com/Resources/Library/Workplace_Culture/Build_for_the_Future_198_01.htm
http://www.jobweb.com/Resources/Library/Workplace_Culture/Communicating_in_the_12_01.htm 
http://www.careerknowhow.com/advancement/strengths.htm

On The Web

Once you have 
landed the job, 
the next goal is 

JOB SUCCESS.

● Keep a positive attitude. Do not 
carry negative feelings into your 
new workplace. Resolve them 
elsewhere. 

● Be on time. Figure out how long it 
takes to get to work, then allow a 
few extra minutes for unexpected 
delays (traffic problems, getting 
children ready, etc.) Use an alarm 
clock and don’t hit the snooze! 

● Be depend-
able. If you are 
going to be un-
avoidably late or 
out sick, inform 
your supervisor 
at the earliest 
possible time. 
● Know and 
follow all office 
rules, policies, 

and procedures. Read employee 
manuals. 

● Listen and learn. Be open to new 
ways of doing things, even if 
you were taught differently in 
school or on a different job. Don’t 

criticize or complain until you can 
prove you can have a better way. 

● Meet and exceed your employer’s 
expectations. 

● Learn all you can about the job 
you were hired to do before con-
sidering moving up.

Communication
● When you need to talk with your 

supervisor, ask when a convenient 
time would be to meet. 

● Take advantage of your perfor-
mance reviews. Stay calm. Learn 
from them. Ask how you can 
improve. 

● Be a team player. Be willing to 
help. Keep your sense of humor. 

● Ask for help when you need it. If 
you make a mistake, let your su-
pervisor know immediately. Find 
out how you can fix it. 

● Follow the proper chain of com-
mand. Discuss issues with your 
supervisor first.

First impressions show from day one. You 
only get one first impression.  Employers say 
more people lose their jobs because they 
do not use good work habits, rather than 
because they are not able to do the job. 

Here’s what employers say matters to them:

J o b
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by Connie Blaine

Getting Along 
With Others

● Don’t express your opinions, 
biases or prejudices about others 
while you are at work. Don’t gos-
sip or play politics.

● Accept criticism as constructive. 
Do not become defensive or take 
criticism personally. Thank the 
person for their input. Consider 
changing if it is warranted. If you 
are unsure how to handle the situa-
tion, check with your supervisor. 

● Always be friendly to everyone. 
Be willing to go the extra mile. 
This creates good will with em-
ployers, co-workers and custom-
ers. 

● Notice who your boss relies on 
and model yourself after them. 

● Find a mentor, someone who 
knows the company and the job 
well enough to coach you or show 
you the ropes. 

● Show appreciation. Let your su-
pervisor know you appreciate their 
training, support, input, feedback, 
etc. 

S u c c e s s
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jobs.utah.gov/wi
All of  our publications are available 

in their entirety on our website:

“See
The

Light”

To obtain additional copies contact:

Department of Workforce Services
Attn: Workforce Information
140 East 300 South
Salt Lake City, UT 84111

Email:         wipublications@utah.gov
Telephone:  801-526-9785
Fax:            801-526-9238

Equal Opportunity Employment Program
Auxiliary aids and services are available 
upon request to individuals with 
disabilities.  Call 801-526-9240.  
Individuals with speech and / or 
hearing impairments may call the 
state relay at 1-800-346-4128

DWS-03-29-0905

Workforce Information generates accurate, 
timely, and understandable data and analyses 
that provide knowledge of ever-changing 
workforce environments to inform sound 
planning and decision making.
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